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FOREWORD 


The Government of Canada, in recognition of the value 
and importance of the good health of its employees has, 
through its Occupational Health Policy, authorized the 
phased introduction of a comprehensive health program 
designed to promote, foster, and maintain the health and 
well-being of employees of the Public Service. 


An important element of this broad program which 
should be of major concern to both management and 
employees, is the provision of measures for the recognition 
and treatment of alcoholism, and the rehabilitation of the 
problem drinker. Consequently, this Manual has been de- 
veloped to assist departments in establishing alcoholism 
treatment programs, and without limiting individual depart- 
mental efforts, to effect a degree of standardization in the 
administration of these programs and procedures throughout 
the Public Service. 


This Manual has been developed with the assistance of 
medical advisers of the Department of National Health and 
Welfare and incorporates appropriate information and proce- 
dures from certain departmental programs, and in particular 
from a manual for supervisors prepared by the Department of 
National Revenue (Customs and Excise). Measures prescribed 
adhere also to standard techniques and methods in rehabili- 
tation programs in private industry. 
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CHAPTER I 
THE AIMS OF THE PROGRAM 


The rising incidence of alcoholism is an increasingly 
serious problem which has, in recent years, become a matter 
of major concern to employers and employees, and to their 
families and friends. Alcoholism is now recognized as an 
illness which can and must be treated as such in order to 
achieve successful results. It has become an illness so 
widespread as to be found in every level of society, and one 
which causes deterioration in the usefulness and productivity 
of its victims. It is important, therefore, that positive and 
appropriate action be taken to identify and to provide 
assistance to persons so affected through administration of 
proven and successful procedures and methods for rehabili- 
tation. 


Alcoholism is an illness unlike most others in at least one 
important respect: the affected person will not, in most 
cases, voluntarily seek assistance or treatment! Any rehabili- 
tation program must, therefore, give full recognition to this 
fact, and be so designed and administered as to convince the 
problem drinker at an early stage that alcohol is the primary 
cause of his difficulties, that he needs assistance, and that 
such help is fully available to him. He needs to realize also 
that failure to overcome his problem will place his job in 
jeopardy. 


The Government of Canada, as an employer, considers 
that every reasonable effort should be made to identify, assist 
and rehabilitate those employees addicted or becoming 
addicted to alcohol. EACH DEPARTMENT AND AGENCY 
IS, THEREFORE, ENCOURAGED, TO. INITIATE AND 
MAINTAIN AN ACTIVE PROGRAM DEDICATED TO 
THE RECOGNITION AND TREATMENT OF ALCO- 
HOLISM, AND THE REHABILITATION OF THE PROB- 
LEM DRINKER BASED ON THE FOLLOWING GENER- 
AL PRINCIPLES: 


(a) 


(b) 


(c) 


(d) 


(e) 


(f) 


Alcoholism is recognized as an illness which is amenable 
to treatment, and every reasonable assistance should be 
given to rehabilitate and restore the employee to good 
health and effective job performance. The employee in 
turn, must accept certain conditions related to his 
rehabilitation. Such conditions include the employee’s 
responsibility to take positive personal action to over- 
come his illness, to accept referral for medical assessment 
and to co-operate fully in any prescribed treatment and 
rehabilitation program. 


The supervisor has the responsibility to identify poor or 
deteriorating work performance, and should refer for 
medical diagnosis, any employee with a persistent health 
or other related problem which has proven to be 
interfering with effective job performance. Referrals for 
medical assessment or review should be processed accord- 
ing to established administrative procedures and in 
accordance with appropriate departmental direction. 


The various regional offices of the Medical Services 
Branch of the Department of National Health and 
Welfare will provide or arrange for medical examinations 
or rehabilitative treatment for those who are referred for 
medical assessment or assistance. 


Where absence from work is necessary for authorized 
medical treatment or hospitalization, sick leave should be 
extended, where available, as for other recognized 
illnesses. 


If, after careful and thorough review of the case, it is 
evident that medical treatment or other rehabilitation 
measures have failed, or if the employee refuses to 
co-operate in a rehabilitation program, separation from 
the Public Service should be effected. 


An employee who is responsible for any infraction of 
established departmental rules or Public Service regu- 
lations should not be excused on grounds of alcoholism 
or problem drinking. 


There may be various administrative details involved in 


the development of departmental alcoholism programs which 
may need to be adapted to unique situations in individual 


i) 


departments. In general, however,a common administrative 
approach should be followed throughout the Public Service 
in the interest of providing a general standard of treatment to 
employees. With this in mind, standard procedures such as 
outlined in this Manual are recommended to departments for 
adoption and administration. 


Of necessity, many individuals and agencies will be 
involved in various elements of the alcoholism program: the 
employee’s immediate supervisor, departmental manager, 
personnel adviser, private physician, specialists of the Medical 
Services Branch of the Department of National Health and 
Welfare and appropriate community agencies. Each has a 
specific role to play in the rehabilitation of the affected 
employee, and a co-ordinated approach should be realized 
from all these levels. 


The various chapters in this Manual have been prepared 
not only to focus attention on some general considerations 
which constitute this program, but also on some very specific 
aspects. The aim of the program is to return the employee to 
efficient and effective performance, and, in this regard, it 
must be recognized that the employee’s immediate supervisor 
is in the best position to initiate, assist in, and continually 
assess the progress of such rehabilitation. Therefore, the “Role 
of the Supervisor” is stressed as one of the major keys to 
success, and a separate chapter is assigned to this specific 
function. 


Recognition and acceptance of the fact that alcoholism is 
an illness which can be successfully controlled, should be of 
assistance in encouraging affected employees to accept help, 
and thereby aid their return to good health, normal life and 
productivity. 


CHAPTER II 


SOME FACTS ABOUT THE USE OF ALCOHOL 


The majority of North American adults drink alcoholic 
beverages. Most drink for social reasons, and for the majority, 
the use of alcohol presents no behavioural problems. Unfor- 
tunately, for others the outcome is very different, and in 
many instances the use of alcohol has a serious and tragic 
effect on their lives and livelihood. These are the real 
problem drinkers. 


Following years of research and study by the medical 
profession, alcoholism is now recognized as an illness or 
disease; therefore, the individual addicted to alcohol is in 
effect, a very sick person. A study of thousands of hospital 
cases supports this contention. It also revealed that the 
problem drinker is an individual whose repeated or continued 
excessive use of alcohol invariably interferes with normal job 
performance and family life. 


It has been established also that not everyone who drinks 
is a problem drinker, nor is the consistent consumption of 
alcohol a sure sign of the disease. There is a marked 
difference between the person who is addicted to alcohol and 
the social drinker who has no regular pattern to his drinking 
habits. The problem drinker has lost the ability to stop 
drinking by willpower alone, and must have help to “break 
the habit”. Alcoholism cannot be “cured” in the normal 
sense, as the affected person is never able to drink with 
“control”. He must abstain completely, or run the almost 
certain risk of complete addiction. If alcoholism is not 
arrested, the disease worsens, and the eventual result may be 
either a mental breakdown or premature death. However, 
with intelligent and professional guidance a problem drinker 
can achieve sobriety, and live a complete and full life without 
alcohol. 


It is estimated that about two-thirds of the adult 


population of Canada use alcoholic beverages; some infre- 
quently, some only on social occasions, others regularly, and 
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some excessively. Most of those who drink do not suffer any 
appreciable ill effects, but statistics reveal that about one out 
of fifteen of these are destined to join the ranks of the 
problem drinker. 


Alcoholism has no respect for class or social level; 
problem drinkers exist in all classes of society, come from all 
walks of life, and every income level. The disease creates 
social, economic and medical problems, all of which create 
repercussions of varying seriousness and impact for the 
individual, his family, friends, employer and co-workers, and 
even the public at large. 


It is not the intention, through the measures outlined in 
this Manual, to be concerned with casual or normal social 
drinking nor to intrude in any way upon the private lives of 
employees. However, an employee whose drinking habits are 
interfering with work performance, attendance, and personal 
relationships, becomes a major concern to management. In 
response to this problem, management should take the same 
interest in promoting the treatment of this illness as would be 
extended to any other serious health problem affecting the 
staff. 


CHAPTER III 


THE EFFECTS OF ALCOHOLISM 


The cumulative effects of alcoholism are particularly 
noteworthy because of the very large number of persons 
directly affected, and the ever mounting impact of this 
problem on the economy. It is estimated, for example, 
that at least three per cent of all persons employed in Canada 
are problem drinkers, and the incidence is rising at an 
alarming rate. 


Economic losses arising out of alcoholism can be most 
directly attributed to employee absenteeism, which encom- 
passes the cost of personnel replacement during absences and 
to the loss of investment in experience and training when the 
employee is temporarily or permanently separated from his 
employment. 


Indirect costs may be even greater than the more obvious 
direct costs. These result from a lack of attention to the job, 
lowered effectiveness and reduction in output, frequent 
absences from the work area, and a tendency to be accident 
prone and involved in accidents of a more serious nature than 
their more moderate or non-drinking counterparts. 


Although such employees are a definite source of 
concern for the above reasons, it should be noted also that 
the existence of a problem drinker in the employee’s family 
will also seriously affect the employee’s occupational effi- 
ciency and productivity. An employee’s absenteeism from 
the job may be a result of his concern for or involvement 
with a problem in his immediate family, and although he is 
on the job, “mental absenteeism” may cause deteriorating 
work performance akin to that of the employee with a 
personal drinking problem. 


The problem drinker is also more prone to contracting 
other diseases. These diseases are also usually of a more 
serious nature and in many cases may ultimately prove to be 
fatal. Therefore, although alcoholism is now ranked fourth as 


the nation’s most serious health problem, (exceeded only by 
heart disease, cancer and mental illness), it might well be 
rated first if all associated facts were known. 


Absenteeism among problem drinkers has been well 
documented, and it is estimated that absence among male 
employees averages 22 working days annually, compared 
with 5 to 7 days for all others. Considering that at least three 
per cent of all employees in the Canadian work force are 
suffering from alcoholism, it is obvious that the efficiency of 
the work force is seriously affected as a result. This fact, and 
the poor work performance representative of this group, 
presents those in supervisory positions with a serious problem 
of lost productivity, and a resultant effect on overall 
efficiency of operation. 


CHAPTER IV 


IDENTIFYING THE PROBLEM DRINKER 


It is usually not too difficult to recognize the problem 
drinker or the employee who may be developing into one — 
the signs and symptoms are quite identifiable. Personal habits 
and conduct both on and off the job provide clues to his 
condition, often well before he becomes a problem to 
himself, his employer, or his family. 


Increased absenteeism, uneven work pace, and obvious 
temperamental and physical irregularities would suggest that 
the employee has progressed beyond the social drinking 
phase. If this evidence is reinforced by unusual behaviour and 
apparent domestic or financial problems, it becomes most 
probable that a drinking problem exists. A caution however; 
in the final analysis, medical diagnosis is essential to confirm 
any opinion which may be formed by the layman, no matter 
how well founded the opinion appears to be. 


Attendance records are often a reliable means of confirm- 
ing an employee’s drinking problem. It is quite probable, 
and frequently verified, that a related pattern of absenteeism 
will exist, such as continued absence after weekends, days 
off, holidays or pay days. Sporadic absenteeism provides 
another clue, as in the case of the employee who goes for 
long periods without absence and then is away for several 
days. It is always possible, of course, that such absence may 
be the result of some other illness, but if absenteeism is noted 
repeatedly on the record of an employee who otherwise 
seems to be physically fit, investigation may reveal the 
existence of the ‘“‘periodic’’ drinker who stays sober for 
weeks or even months between drinking bouts. 


Disciplinary cases frequently arise where problem drink- 
ing is present, but a disciplinary hearing will not necessarily 
reveal problem drinking as the cause. If such an employee 
commits an offence, he will almost always attempt to conceal 
his drinking problem. However, with the recognition of 
alcoholism as an illness, and the availability of a program of 


rehabilitation, the employee who has accepted the fact that 
drinking is the cause of his difficulties, may be more willing 
to participate and co-operate in his rehabilitation. 


Those who have recovered from alcoholism and others 
who are experienced in dealing with problem drinking cases, 
list a number of persistent on-the-job signs which are 
particularly evident in the problem drinker’s work perfor- 
mance, attendance record and personal habits, such as the 
following: 


Decline in work performance 

Morning drinking before going to work 
Absenteeism, half day or day 
Increased nervousness 

Drinking at lunch time (to excess) 
Drinking during work hours 

Many unusual excuses for absences 
Hand tremors 

Late to work 

Leaving work early 

Leaving post temporarily 

Avoiding supervisor or associates 
Frequently edgy, irritable 

Using “‘breath purifiers” 

Longer lunch periods 

Hangovers on the job 

Failure to complete work assignments on time 


A useful definition: 


“A problem drinker is an individual whose repeated or 
continued use of alcohol interferes with the efficient 
performance of his work. his regular attendance record, 
and his domestic responsibilities.” 


CHAPTER V 


THE DEPARTMENTAL PROGRAM 


In the establishment and administration of a depart- 
mental program, there should be initial recognition and 
acceptance by all those concerned that an illness exists, 
followed by firm and consistent guidance and treatment 
under close supervision, and finally, a means established for 
the disposition of each case consistent with results achieved 
during the rehabilitation phase. Unfortunately, not every 
person so affected will recover, and the program must 
provide for this eventuality. The method of handling problem 
drinking cases outlined in the succeeding paragraphs should 
not place an additional burden on departmental staffs; in 
fact, the eventual result should be a reduction in the overall 
amount of supervisory involvement with this problem. 


Helping the employee who has a drinking problem is a 
co-operative responsibility of management, personnel admini- 
strator, supervisor, nursing counsellor and medical adviser, 
aided by community agencies wherever possible. A team 
concept is normally necessary, and will ultimately produce 
the best results. Motivating the individual to seek treatment is 
another factor that is crucial to the success of his rehabili- 
tation. He must be made aware that the only way back to 
normal life is through treatment, and that his job is in 
jeopardy if assistance is not sought or there is failure to 
make progress in his rehabilitation. 


It is recommended that departments arrange for one 
individual in the administration or personnel division to be 
assigned the responsibility for the overall co-ordination of all 
aspects of the department’s program. An active program may 
also require the involvement of personnel counsellors. Those 
involved in such co-ordination or counselling should demon- 
strate an aptitude for this work, and to become increasingly 
effective, should be encouraged and permitted to attend 
appropriate training courses and conferences concerning the 
subject. Information regarding such training is available 
through the Medical Services Branch of the Department of 
- National Health and Welfare. 


CAUTION 

The following procedures are predicated on the 
actual presence of alcoholism, whereas it is quite 
possible that an employee’s unusual behaviour may be 


rooted in other causes or illnesses. The initial approach 
must therefore be carefully researched, and full use 
made of available information to confirm the source of 
the problem before arrangements are made for the first 
contact. 


RECOMMENDED PROCEDURE 
(a) First Interview by Supervisor 


A frank discussion should take place with the employee 
about the evidence suggestive of his excessive drinking, 
and its effect on his health and working efficiency. The 
supervisor should inform him of the facilities available 
for help, including particularly his physician and Alco- 
holics Anonymous, which has local organizations in 
many areas and is most effective in the rehabilitation of 
problem drinkers. (There are also appropriate provincial 
organizations available for this purpose.) Establish a 
period during which improvement must be achieved and 
determine a date (approximately one month interval) for 
a follow-up discussion. Note details of the meeting in 
writing, for future reference. 


Should the employee, despite overwhelming evidence to 
the contrary refuse to acknowledge that he has a 
drinking problem, a formal letter signed by a responsible 
departmental officer should be issued to him. The letter 
should refer to the meeting with the employee at which 
the possible reasons for the decline in his work perfor- 
mance were discussed and a course of action was 
suggested, but which he did not accept. It should also 
cover the following points: — 


e absences from work for any period for which a 
medical certificate is required must be covered by a 
certificate acceptable to the Medical Services 
Branch of the Department of National Health and 
Welfare; 


1] 


(b) 


e he is not to leave his place of work during working 
hours without first advising his superior through 
personal contact; 


e a definite and sustained improvement in his work 
performance, behaviour and attendance is essential; 


e his record will be reviewed at regular intervals and if 
there is no improvement in the areas indicated, or 
he fails to adhere to the directions given, dis- 
ciplinary measures may be taken which could lead 
to his separation from employment in the Public 
Service. 


The employee should sign and date an acknowledgement 
at the end of the letter to the effect that he has read and 
understood the letter and accepts its stipulations. A copy 
of the letter should be given to the employee, and one 
retained on his confidential file. 


Note: Further action will, of course, depend on the em- 
ployees subsequent performance. 


In certain circumstances, the supervisor may wish to 
arrange for someone other than himself to make the 
initial approach to the employee. This might take place 
where there is some doubt about establishing the desired 
rapport or empathy between the supervisor and his 
employee. In such situations, the supervisor may arrange 
that the interview be administered by a_ personnel 
counsellor or other person trained or skilled in the 
techniques of dealing with the problem drinker. It should 
be recognized, however, that such trained counsellors 
may not be available in every instance. Irrespective of 
who conducts the initial or subsequent interviews, it is 
the responsibility of the supervisor to maintain first-hand 
knowledge and liaison concerning each case and its 
progression. 


Follow-up Interviews by Supervisor 
Continue to observe the employee carefully following 


LZ 


the initial interview, extending as much encouragement 
as possible, and record any noteworthy aspects of his 
activity. If progress is apparent, continue regular inter- 
views and monitor his work performance carefully. 


Should the employee not co-operate or show no evidence 
of improvement, further action should be taken as 
indicated below. At this point also, consideration should 
be given to reassigning or transferring an employee from 
any position where his detrimental conduct could jeopard- 
ize his own health or safety, or that of others. 


(c) Interview and Referral to Medical Services 


(d 


— 


The supervisor should first review all related facts with 
the personnel adviser (or other responsible officer) and if 
necessary with the nursing counsellor and/or the medical 
consultant appointed through the appropriate Regional 
Medical Services office of National Health and Welfare. 
The medical officer should be provided with a complete 
and factual report concerning the employee’s history. 


If it is established that formal action is now required, the 
supervisor should conduct an interview with the em- 
ployee, and with the personnel adviser in attendance. 
The situation should be reviewed with the employee and 
he should then be informed of the decision to refer him 
for medical assessment. He should be informed also of 
the time and place of appointment with the medical 
consultant. Details of the interview should be noted and 
retained. 


Treatment Program — Medical Examiner 


On the basis of his diagnosis, the Medical Examiner will, 
if necessary, make arrangements with the appropriate 
agencies for the employee’s referral, and provide details 
of the treatment program arrangements to the employee 
and the employee’s personnel adviser. Such information 
will permit the personnel adviser and supervisor to know 
when the employee is to be absent for treatment, and to 
be kept up-to-date on medical prognosis. Follow-up will 
depend on medical recommendations. It should be 
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(e) 


remembered always that alcoholism may not necessarily 
be the root cause of the employee’s problem and 
therefore medical advice is required to determine subse- 
quent action. 


The employing department should try to identify but 
must never attempt to diagnose the existence of alco- 
holism. If, upon referral, a medical examiner confirms 
departmental suspicions of problem drinking, then the 
medical examiner will establish a specific treatment 
program tailored to meet the individual’s personal needs. 
At this point the examining physician should seek the 
employing department’s concurrence in making partici- 
pation in such treatment a condition for continuing 
employment. 


In remote areas where clinical facilities for the treatment 
of alcoholism do not exist, consideration may be given to 
the transfer of a proven problem drinker to another 
appropriate location, for such treatment as is required 
for his rehabilitation. 


Next Interview 


After a medical assessment report confirms the existence 
of alcoholism, and a treatment program is established, an 
interview should be held with the employee, to review 
the treatment program and prescribe a formal rehabili- 
tation period (normally six months or less). The em- 
ployee should be put on notice that co-operation in the 
treatment program and a return to normal work perfor- 
mance is a requisite to continued employment. 


He should be provided with a letter signed by a 
responsible departmental officer requesting his full co- 
operation with the medical authorities during the treat- 
ment and rehabilitation period. The letter should also 
cover the following points:— 


e authorized absences from work for treatment 
purposes will be covered by sick leave credits to the 
extent that they exist, and by leave without pay for 
any additional period required; 
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(f) 


e he must advise his superior in advance, through 
personal contact, whenever it is necessary to leave 
his place of work for any reason during working 
hours; 


e failure to show improvement within reasonable 
time, or a demonstrated lack of co-operation, may 
result in action being taken to effect his separation 
from the Public Service. 


The employee should sign and date an acknowledgement 
at the end of the letter to the effect that he has read and 
understood the letter and accepts its stipulations. A copy 
of the letter should be given to the employee, and one 
retained on his confidential file. 


During the rehabilitation period, suspension because of 
his drinking problem is not normally appropriate asa dis- 
ciplinary measure; such action is almost certain to lead to 
further drinking. 


Final Disposition 

Should satisfactory recovery be demonstrated, normal 
supervision should be reinstated following the rehabili- 
tation period. Depending on individual circumstances, it 
may be advisable to ensure that no posting take place to 
areas where the risk of a return to drinking might be 
increased. 


The medical specialist should be advised immediately of 
any subsequent lapse, in order to determine possible 
future action. Failure of the employee to co-operate or 
to achieve normal productivity and relationships, should 
normally result in action to effect separation in accor- 
dance with established regulations, but only after it is 
proven that rehabilitation has not taken place nor been 
sustained over the period which was prescribed. 


Employees with long service who fail to abide by the 


conditions outlined may be considered for retirement on 
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medical grounds if eligible, on the recommendation of the 
medical adviser. Employees with shorter periods of service 
may wish to resign, or failing this, may be released. 


CHAPTER VI 


A SUPER VISOR’S GUIDE 


The employee with a drinking problem presents a unique 
challenge to the supervisor, as this employee’s presence in the 
work force creates serious problems of morale, efficiency and 
productivity, and many others. Attempting the rehabilitation 
of these employees is a difficult task requiring determination, 
tact and patience. 


The supervisor is a key man in the entire program. He is 
in the best possible position to identify the problem drinker, 
owing to his day-to-day contacts with him. The supervisor 
can also take advantage of the excellent position he is in to 
influence the individual employee to seek the kind of help 
the employee needs. His unique relationship with the 
employee enables him also to approach the employee on a 
man-to-man basis in order to endeavour to obtain his 
confidence and thus, his co-operation. Early recognition and 
action on the part of the supervisor is most essential in order 
to bring about success in rehabilitation. 


The supervisor should accept the fact that addiction to 
alcohol is a disease which is not generally recognized or 
accepted as such by the employee and which will probably 
never be overcome by the employee without help from some 
understanding source. Such addicted persons lack the will- 
power to “‘go the route” alone, and desperately need help. 
Any attempt, incidentally, on the part of the supervisor to 
‘“‘cover-up”’ a problem drinking situation will definitely act to 
the individual’s detriment, and may have a significant effect 
on his final success or failure. He needs firm yet sympathetic 
guidance, and he needs to know that someone is willing to 
help; however, he must also demonstrate a willingness to help 
himself. It should be stressed that the supervisor cannot nor 
is he expected to handle this difficult problem by himself. 
There is a great deal of knowledge and expertise available, 
and the “‘team” approach is absolutely essential to success. 
Facilities available include: 


(a) Personnel administrators (with counselling ability) 
(b) Medical Advisers 

(c) Nursing Counsellors 

(d) Local and Provincial Organizations 


(e) Alcoholics Anonymous (local chapters) 


When a supervisor faces this challenge for the first time, 
he must be sure that he obtains the best advice possible from 
all available sources before making an initial approach to the 
individual. It bears repeating that supervisors must realize 
that an isolated instance of absenteeism, unsatisfactory job 
performance, intoxication, or other misconduct due to 
alcohol is not considered problem drinking; it is the pattern 
or the repetitive situation which points to the potential 
problem. 


If for some reason, the supervisor feels that better results 
would be achieved if the initial or subsequent interviews were 
handled by another person, this may be arranged. However, 
this would only be done where an individual, who is aware of 
all the details of the case and is skilled in such counselling, is 
available to the supervisor. If not present at these interviews, 
the supervisor should be completely familiar with the proceed- 
ings taking place and the results obtained. 


The supervisor should review the various recognition 
signs and attempt to relate them to the individual’s perfor- 
mance. It is known that the behaviour and habits of all 
problem drinkers are generally similar. They may develop 
defensive thinking characterized by rationalization, lying, 
resentment, suspicion, remorse, moodiness, frustration, and 
by a progressive deterioration in relations with family, work 
and community associates. 


His system of reasoning makes the problem drinker 
consider himself a unique individual. While he may be aware 
that he is drinking well beyond a normal pattern, he does not 
consider that this makes him a problem drinker. He ration- 
alizes that: ““My problems are different! ” It is this system of 
reasoning, and the tendency to try to justify his behaviour, 
that makes discussion of his problem so difficult. Such 
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defensive attitudes may be stubbornly maintained by the 
problem drinker through an astonishing course of trouble and 
difficulties. 


THE INITIAL INTERVIEW 


Following the required observation, verification and 
recording of unsatisfactory work performance, poor atten- 
dance pattern and poor personal behaviour, the conduct of 
the initial interview will require all possible understanding, 
patience and perseverance. The aim, at this time, is to let the 
employee know he has a problem which has been recognized, 
that help is available, and that he will be given every possible 
assistance in an attempt to restore his good health. A “down 
to earth”, man-to-man discussion may well produce evidence 
of other factors which are troubling the employee, and 
delineate other problem areas in which he needs assistance. 
Be open-minded during the discussion, but firmly maintain 
that improvement must be forthcoming if the employee does 
not wish to jeopardize his position. When the supervisor is 
certain that alcohol is the major factor in the employee’s 
deteriorating performance, the employee must be convinced 
that he should seek professional assistance, and take advan- 
tage of help available through such organizations as Alco- 
holics Anonymous chapters or other similar local facilities. 
Literature on the subject should be presented to him at this 
time. Finally, the interview should be suitably recorded and a 
date established for further discussion. 


Should the employee refuse to co-operate or to admit 
that alcohol is the source of his problem, refer to procedures 
recommended in section (a) of The Departmental Program. 


Follow-up is absolutely essential. In many cases the help 
and encouragement given during this period will produce 
meaningful results. During this time be as helpful and 
sympathetic to the employee as possible, but check carefully 
on performance and on the program he professes to follow. 
This is a most difficult time for the individual and he may 
easily slip into his previous habits. While extending sympathy, 
the supervisor should be firm and adhere strictly to the 
time table which has been set for the employee’s next 


he 


interview. Keep a written record of the employee’s perfor- 
mance. 


SECOND INTERVIEW AND SUBSEQUENT ACTION 


(1) Evident Improvement — If such is indicated, continued 


recognition and encouragement should be extended 
through a frank discussion of his performance during 
the observation period. The employee must maintain 
complete abstinence from alcohol, and continuous super- 
visory surveillance and assistance must be maintained by 
the supervisor. 


(2) Insufficient or No Improvement —In such cases, or 


(3 


— 


where after initial improvement the employee’s perfor- 
mance again deteriorates, the supervisor should take 
further action in accordance with the established policy. 
The facts of the case should be well documented and 
discussed with the personnel administrator and the 
medical consultant, before more formal action is taken 
to place the employee on a treatment and rehabilitation 
program arranged through the Medical Services Branch of 
National Health and Welfare. It must be remembered 
that positive action on the part of the supervisor is 
mandatory, and toleration or cover-up is unfair to all 
concerned. The earlier the action is initiated the greater 
the likelihood the employee’s health will be salvaged. 


Medical Assessment and Procedure — The supervisor 
should be kept informed of the treatment program 
normally by the personnel adviser, who should be the 
routine contact point between the medical consultant 
and the department. Times and dates of referral should 
be established, as well as the choice and identity of 
referral agencies. Information contained in subsequent 
progress reports should be referred to as treatment 
progresses. The supervisor should continue to provide 
sympathetic supervision throughout, as his part of the 
team effort to rehabilitate the employee. Contact 
between the supervisor and the departmental personnel 
adviser should continue as necessary. 
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Following medical assessment, the employee should be 
interviewed by the appropriate departmental management 
and placed on formal probation. This procedure is designed 
to ensure that all concerned are aware of the status of the 
employee, including the employee himself. A formal con- 
dition of his continued employment will be that he follow 
the treatment program prescribed and return, within the time 
defined, to an acceptable level of effectiveness. Failure to do 
so will result in consideration being given to separation of the 
employee from the Public Service. He is required to sign an 
acknowledgement of these prescribed conditions, and is given 
a copy of the letter. 


General Considerations 


The ultimate aim of everyone involved in this program, 
including the supervisor, is to rehabilitate the employee and 
have him once again resume his normal effectiveness on the 
job. The supervisor should not, however, tolerate improper 
conduct, intoxication on duty, or any other obvious violation 
of established rules and regulations. 
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OFFICIAL PROVINCIAL PROGRAMS 
ON ALCOHOLISM IN CANADA 


The Alcoholism Foundation of British Columbia, 
175 West Broadway, 
Vancouver 10, British Columbia 


Division of Alcoholism, 
Department of Health, 
Administrative Centre, 
9929 — 103rd Street, 
Edmonton 15, Alberta 


The Alcoholism Commission of Saskatchewan, 
2134 Hamilton Street, 
Regina, Saskatchewan 


The Alcoholism Foundation of Manitoba, 
124 Nassau Street, 
Winnipeg 13, Manitoba 


Addiction Research Foundation of Ontario, 

344 Bloor Street West, 

Toronto 179, Ontario SesiNG teil 

Prevention & Treatment Bureau on 
Alcoholism and Drug Addiction, 

969 Route de l’Eglise, 

Québec 10, Québec 


The Nova Scotia Alcoholism Research Foundation, 
5639 Spring Garden Road, 
Halifax, Nova Scotia 


Alcohol Education and Rehabilitation Division, 
New Brunswick Department of Health, 
Fredericton, New Brunswick 


Alcoholism Treatment Foundation, 


Malpeque Road, 
Charlottetown, P.E.I. 


px) 


Newfoundland Council on Alcohol Problems, 
282 LeMarchant Road, 
St. John’s, Newfoundland 


Yukon Alcoholism Services, 
P.O. Box 608, 
Whitehorse, Yukon Territory 


Territorial Alcohol Education Program, 
Government of the Northwest Territories, 
Yellowknife, Northwest Territories 


Note 1: The Addiction Research Foundation offers free help 
with alcohol and drug questions and problems 
through 35 offices located in 26 communities across 
Ontario. The Toronto address given here is that of the 
central office, which can provide information con- 
cerning location of other offices. 
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ALCOHOLICS ANONYMOUS 


Alcoholics Anonymous is a fellowship of men and 
women who share their experience, strength and hope with 
each other that they may solve their common problem and 
help others to recover from alcoholism. 


The only requirement for membership is a desire to stop 
drinking. There are no dues or fees for Alcoholics Anony- 
mous membership; it is self-supporting through its members’ 
contributions. Alcoholics Anonymous is not allied with any 
sect, denomination, politics, organization or institution; does 
not wish to engage in any controversy, neither endorses nor 
opposes any causes. The primary purpose of the members of 
Alcoholics Anonymous is to stay sober and help other 
alcoholics achieve sobriety. 


Alcoholics Anonymous had its beginning in Akron, Ohio, 
in 1935, when a New York businessman, successfully sober 
for the first time in years, sought out another problem 
drinker and was directed to a local doctor. During his first 
months of new found sobriety, the New Yorker had noticed 
that his desire to drink was lessened when he tried to help 
other ‘“‘drunks’”’ to get sober. Working together, the business- 
man and the doctor found that their ability to stay sober 
seemed closely related to the amount of help and encourage- 
ment they were able to give other problem drinkers. 


With this beginning, Alcoholics Anonymous grew and 
spread throughout the world. Today, A.A. consists of nearly 
500,000 men and women in the United States, Canada and 
about ninety other countries. These men and women meet in 
local groups which range in size from a handful in small 
communities to larger groups in bigger centres. Some cities 
have several groups with an A.A. meeting going on every 
night of the week. There are also Alanon groups (for 
alcoholics’ wives) and Alateen groups (for their older 
children). 


Experience shows that the A.A. program will work for 


any problem drinker who is sincere in his efforts to stop 
drinking. Like thousands of other Canadians, many em- 
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ployees of the Public Service from coast to coast have 
achieved sobriety through Alcoholics Anonymous and are 
now helping others overcome a drinking problem. Tens of 
thousands of men and women in every level of society are 
sober today because of Alcoholics Anonymous. Help through 
A.A. is as close as your telephone, as most communities have 
a number listed in the telephone directory under Alcoholics 
Anonymous. In areas where such help does not appear 
available, anyone can write for information or literature 
(without cost) to the General Service Office of Alcoholics 
Anonymous, Box 459, Grand Central Post Office, New York, 
NeY,,. Zip: Coded 001#. 


Supervisory personnel have found it extremely helpful to 
obtain a good knowledge of the concepts of Alcoholics 
Anonymous and how the A.A. program works; anyone with a 
sincere interest may attend an A.A. “‘open” meeting. 
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